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General Guidance

1. Review part 2, chapter II, paragraph 8 before applying for fulfillment of
a mandatory course.

2. Obtain a DD 2518 and the applicable self-assessment forms from the
training coordinator at any HRO, any BUPERS Officer Community Manager, BUPERS
(PERS 447), or MARCORSYSCOM Code AP.

3. Complete the DD 2518 and self-assessment forms and forward to the
immediate supervisor.

4. The supervisor shall review to determine whether the member demonstrates
that he or she meets the competencies sufficiently to forego attendance at the
course. The supervisor shall concur or nonconcur in block 16 of the DD 2518
and forward the entire package to the second level supervisor or a flag or
general officer or a member of the SES, whichever is lower, for approval or
disapproval. (Note: first level supervisors who are flag or general officers
or a member of the SES may sign as the approving official in block 23.)

5. After approval or disapproval the entire package shall be returned to the
member. If approved, the member shall document the fulfillment in accordance
with the procedures described in part 2, chapter II, paragraph 8e. (Note:
the Navy military, Marine Corps military and DON civilian personnel data
systems each has a unique course coding system. Therefore, DAU course codes
must be converted to the applicable DON-unique codes. Instructions for
completing and processing the DD 2518 may be obtained from the training
coordinator at any HRO, any BUPERS Officer Community Manager, BUPERS
(PERS 447), or MARCORSYSCOM Code AP.)
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